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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Yes
	Management Related: 01
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Kathy Aldana
	SUPERVISOR'S CLASS: Staff Services Manager III
	personnel analyst: BG
	personnel date: 08/25/11
	PERCENT OF TIME: 












55%
	activity: POSITION SUMMARY
The incumbent serves as Chief, Human Resources Modernization (HR Mod), Selection and Job Analysis Branch of the Department of Water Resources and is responsible for the overall impact of HR activities for departmental classification consolidation and recruitment/selection efforts; also manages the examination, certification, and other related activities of the Department.  


ESSENTIAL FUNCTIONS
This position requires that the incumbent possess excellent written and oral communication skills,  work cooperatively with others, demonstrate good judgement, maintain consistent, regular, predictable attendance, and respond to emergency demands on short notice.  The specific tasks are as follows:

Plans, organizes, and directs the activities of the HR MOD and Selection/Job Analysis Unit to administer the Department's examination and related program activities; manages the impact of HR MOD on departmental programs which includes: developing and disseminating policies and procedures to line organizations; oversee the online recruitment efforts, examination scheduling, selecting subject matter experts (SME's) for job analysis and exam development, selecting interview panels, administering the Department's CEA selection program;  advising Deputy Directors, Division Chiefs, and other managers on examination, certification rules and HR MOD matters.   Work closely with the Chief of Classification and Succession Planning to ensure the Department specific classifications are aligned with the statewide HR Modernization effort.
Through subordinate managers, the incumbent develops policies and procedures to ensure departmental compliance with the legal requirements of the State's civil service system, and provides leadership to the various divisions throughout the Department for carrying out the HR MOD related programs, examination, certification, and other related program activities.  
	classification: Staff Services Manager II (Managerial)
	appointee: Vacant
	dwr position number: 0607-4969-603
	sap personnel no: TBD
	sap position number: 50000696
	division: DMS/HRO/HR MOD, Selection, and Job Analysis
	mcr: I
	percent 2: 10%




10%


10%



10%



5%
	activity2: Represents the department on various statewide examination committees and pilot programs including being an active member in the development of various on-line and consortium examinations.  This may require driving a vehicle on public roadways to attend committee meetings.

Designs and administers training for all departmental employees on examination preparation and other related matters.  Responds to merit issue complaints where appropriate.
  
Serves as the Department's primary contact with the State Personnel Board and other agencies on examination, HR MOD issues, and other related program matters.  Develops, administers and sets priorities on requests for proposals submitted to control agencies for approval.

Oversees the activities of the office support staff related to various HR Office Branches, including  the HR Customer Service counter, and the processing of posting and monitoring the Department’s JOB vacancies and exam announcements on the DWR and State Personnel Board website.

Prepare and track the HR MOD, Selection, and Job Analysis budget.

GENERAL REQUIREMENTS

Incumbent is required to possess exceptional writing and follow-up skills.  Must be able to work independently, possess the ability to gain access to key control agency managers on short notice, have a positive rapport with employee organization officials, control agency staff and DWR staff at all levels.  This position requires a broad knowledge and understanding of California civil service laws and rules, State and departmental policies and procedures, labor contract administration, hiring procedures; the ability to communicate effectively both orally and in writing; the ability to work effectively with staff of the Department of Personnel Administration, State Personnel Board, departmental Program Managers and Administrative Officers, and others.  Provides expertise to mid- and upper-level management in the interpretation and application of all laws, rules, policies, and procedures pertaining to Human Resources Modernization, Selection and Job Analysis.  Must be willing to work beyond normal business hours on occasion, and have exceptional attendance.  Some travel required.  

Valid California driver's license as travel may be required to attend meetings, conferences, and training.

This is a highly-visible, sensitive position responsible for controversial examination and HR modernization issues impacting departmental recruitment and selection efforts as well as classification consolidation efforts.  This position is designated managerial and receives administrative direction from the Chief of the Human Resources Office.

	supervisor name: Kathy Aldana
	employee name: 


